
SECNAVINST 5212.5D
22 April 1998

APPENDIX B

REFERENCE SERVICE

1. Request reference service by letter or memorandum
enclming Optional Form (OF) It, Reference Requeat-
Federal Records Centers. Using this form results in
faster service. See sample of the OF Ii on page B-2.

2. Include in the request the name of the naval activity;
the name, location, and telephone number of the person
for whom the request is being made; a full description of
the information or records needed; and the box number,
the Federal Records Center (FRC) location number, and
the accession number. This information is available from
the Standard Form (SF) 135, If there are no security
restrictions, a small number of records can be returned
to the agency by mail or United Parcel Service.

3. Ml DON personnel visiting a center to examine
records, including messengers picking up DON records,
should carry appropriate credentials (a letter of
authorization whose reference requests are honored at
the FRC). fn the case of classified documents, the
individual must have written authorisation to examine the
records. Rovide the security clearance of the visitor,
messenger, or DON persomel to the FRC prior to
arrival.

4. When capability exists (i.e., equipment, personnel,
etc.), certain records centers wilt provide reproductions
of records unless it is contrary to DON restrictions,
secnrit y requirements, or siatutory limitations.
Generatly, IM)N requests for reproduction wilt be done
without charge. An excessive number of requests for
copies, however, may require the requesting activity to
reimburse the National Archives and Records
Administration (NARA). There is also a charge for
certified copies. Requests for reimbursable microfilm
services and other requests involving extensive use of
technical facititiea and personnel wiU be charged to the
requesting activity based on a schedule of feea.

5. To enable the National Archives or FRC to restore
returned records which were withdrawn on a loan basis:

a. Include a copy of the OF 11 used to withdraw the
record(s).

c. Note, in penal, accession number, Iocation and
box number on record(s) or file folder(s) when separate
record(s) or file folder(s) are withdrawn.

b. Ensure all records remain intact when a box is
withdrawn. Return the entire box. If records must be
reboxed, mark the outside of the box with the orirnnal
accession number, location and box number. (See
Appendix A, paragraphs 5 and 6.)
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